Airport 1Q: Virginia Sponsors Guide

The Airport 1Q: Virginia Sponsors Guide has been prepared to assist sponsors with the
online submission of project requests to the Virginia Department of Aviation (DOAYV).

The information in the guide is organized into the following sections:

1.0

2.0

3.0

4.0
5.0

Appendix A: Naming Conventions for Supporting Documents

Introduction to Airport IQ System Manager .................. page 1
1.1  Overviewof Airport 1Q . ... ... page 1
1.2 System Requirement . . ............. .. . . . page 2
LOgiNn PrOCeSS . . . ottt page 2
21 HowtolLogin ......... ... .. page 3
2.2 HowtoLogout. ....... ... ... i page 3
2.3  Passwords . ... page 4
Application Process . ........... . page 4
3.1 How to Enter a Project Request . .. ................... page 5
3.2 How to Enter Supporting Documentation . . ............. page 10
3.3  How to Run Reports on Projects and Documentation. . page 15
3.4 Howto Submita Project Request . . .................. page 18
3.5 Howto Resubmita Project Request . . ................. pagel9
3.6 Howto Delete a ProjectRequest . .................... page 20
Quick Steps to Adding a Project Request . .. ................. page 21
Quick Steps to Submitting a Project Request . . . .............. page 21

If sponsors have questions about the online submission process, they should contact
DOAV’s Airport IQ Help Desk staff at 804-236-3632:

Susan Simmers
Mike Swain
Patty Sturgill

extension 105
extension 114
extension 104

Note: The fictitious airport VA Skies Airport, with the identifier VAS, is used for examples throughout this guide.
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1.0

Introduction to Airport 1Q

Airport IQ System Manager, referred to in this guide as Airport 1Q, is a software
application developed for the management of state aviation systems. DOAV is using
Airport IQ to manage data on Virginia airports, evaluate project requests, and manage
grants. Virginia airport sponsors will use Airport 1Q to submit project requests online.

Airport IQ is a web-based program. As such, changes to or between screens will not
always be instantaneous. DOAYV will supply sponsors with the website address for the

Virginia Airport 1Q application.

1.1 Overview of Airport IQ

The data in Airport 1Q is organized into modules. The menus are displayed across the
top of each screen, and the modules are displayed in the navigation bar along the left
side of the screen. When a module is open, the module title on the navigation bar will be

red.

AirportlQ
SF[E’“ Manager App Mersion:

: 1.2.4.3 Database Wer: 1.2.4.3 Server: DOAVZTOE Catalag: Virginiafirportia

=
Virginia Department of Aviation | @
e

Menu Bar —»

£ @eneral Information

Ml Airport Activity

WMVA ST

General | Dates | Miscellaneous | Priority Rating | Contacts | Comments

General Information
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Facility Harne

5| Fadlity Infarrnation

Fadility Addrass

|3 Grant Requests  » City

State
@R arants »

Ernail Address
15l Inspections

County

Associated City
Congressional Dist,

web addrass

[ pocurnents Library

|82 wapsreraphies

Transport, District
State $enate
State Assernbly

State Classification

Identifiers

Navigation

WA Skies Airport
123 white Cloud Road

Flyville

WA -| Zip<code (23232

WASKies@flying. net
HAMOVER -
Richrnand =

G4 Regions

Bar Location [dentifier
FAA Site Nurnber
MPIAS Murmber

Fas AIP Mumber

AT Latitude

Longitude

Elevation (1350

12345544

1zz

Fas Service Leval
Facility Type
Facility Use
Facility Cwners| hip
Air Carrier Service
Part 139 Status

Systern Plan

Certificates

L e e e e

Date Issued
Date Expires
Certificate Type

Sponsors will use the Grant Requests and General Information modules under the
Facility Data menu. A sponsor will only have access to enter and submit project
requests for that sponsor’s airport in the Grant Requests module and will only be able to

view data for that sponsor’s airport in the General Information module.

After the login process is complete, Airport IQ will open to the General Information

module. The module screen will first open with just the navigation bar. The sponsor’s
airport must be selected in order for data to populate the screen. A sponsor can move
to the Grant Request module before making an airport selection.
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To select an airport:

5

em Manager  app vemion: 1.2.4.3 Databass Ver 1.2.4.3 Server: DOAV2T08 Catalog: VirginiaAiperiQ Step 1: Click on -1.
/

f—;irtpOft IQ Virginia Ded

Wi Skies Airport

Tappahannock-Ezsex County [(new) -
| ¢4 @eneral Information | General | Dates | Miscellaneous || Priority Rating | [Tazewell County
G I Inf ti i Step 2: Use the scroll
| H irport Actuity oo ot Virginia Highlands 4 bar to find an airport
Facility Marme i Skies Airport Virglini: 'll;iech-M.o.ntglomerl,l Executive :
3‘ Facility Infaormation wakefield Municipa { name.
= Facility Address 123 White Cloud Road W arrenton-Fauquier
. - william M, Tuck
|E Grant Requests b &) Flguille williamsburg-Jamestown ;I
State oy zip wWinchester Regional b
ha - Bt .
| % Grants 3 Wweb Address www, WASkias, ora Air Carrier Service e S’[ep 3 Clle on the

airport name.

1.1.1 Grant Requests Module

Through the Grant Requests module, sponsors will be able to enter and submit project
requests to DOAV. This process will involve entering project names and information
and uploading supporting documentation, and submission of projects for DOAV
evaluation and, for Airport Capital Program projects, recommendation to the Virginia
Aviation Board.

1.1.2 General Information Module

Through the General Information module, sponsors will be able to view general facility
information about their airports. This module provides a variety of information,
including:

« facility address, associated city, and location

« VATSP role and FAA service level

« approval dates for airport layout plan and airport safety zoning

« Virginia Aviation Board region

« minimum standards compliance and airport maintenance condition
« owner and manager contact information

1.2 System Requirement

Airport I1Q will operate on any computer running Microsoft Windows with a recent
version of the Microsoft Internet Explorer Browser.

2.0 Login Process

DOAV will provide to sponsors a user name and password unique to each airport. The
user name will allow a sponsor to view general information on the sponsor’s airport,

enter project requests, and submit project requests. A sponsor will only be able to view
information and access project requests for the sponsor’s airport.
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2.1 How to Login
Once the website has been accessed, the login screen will appear.

To login:

£ Aiport1Q
! System Manager

Step 1. Enter user name.

h Uszer Mame I

Step 2: Enter password. P nsciin |

/ change password

Step 3: Click on the login button.

Once the login process is complete, Airport 1Q will open to the General Information
module.

2.2 How to Logout

Sponsors can leave Airport 1Q by logging out of the program or by exiting the website.
If a sponsor logs out of the program, the sponsor will be returned to the login screen.
This option is useful if a sponsor needs to end a work session and then return within a
short time period. If a sponsor exits the website and then needs to return to the
program, the sponsor will need open the application website.

To logout of Airport 1Q, click Logout on the menu bar.

App VWersion: 1.2.4.3 Database Wer: 1.2.4.3 Sener: DOAVZTOS Catalog: VirginiaAiportiQ

(] AII’ OrtIQ irginia 'ment of Aviation ( y
Sysgm Manager Vromia Bepar forsvme @

Options Hela ogou

| &  General Information | General | Dates | Miscellaneous | Priority Rating | Contacts | Comments |

| @ PilpEr: Ay General Information Airport Category

Facility Marne fira alias sivmne Fad Raruire 1 eual lmanara | &nistinn -1

2.2.1 Time Out Period

If no activity takes place within Airport 1Q for 20 minutes, the program will logout the
user. When new activity is attempted, the system will prompt the user to login by
opening the login screen.
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2.3 Passwords

Every sponsor has been assigned a unique user name and password. These must be
used the first time a sponsor logs into Airport 1Q. Sponsors are encouraged to change
their passwords once they begin using Airport 1Q. Passwords in Airport IQ are case
sensitive, should have a minimum of 4 characters, and have a maximum of 34
characters.

To change a password:

logn

p;"';"'oﬁj [spon_vaskies] Step 2: Enter
current password.
old
User Marme I BeEarEw) < = Enm
ep 3: Enter new
Password Mew password.
I Password /
Confirm
I ] Step 4: Enter new
Step 1. Click on the [__Change Passvord '_| Cancel | password.
change password link. Changs Passward

Step 5: Click on the Change
Password button.

After the password change has been completed, Airport 1Q will open to the General
Information module.

If a sponsor has problems with a password, the sponsor should contact DOAV’s Airport
IQ Help Desk to have the password reset. After logging into Airport IQ with the reset
password, the sponsor should change the password.

If a sponsor wants an airport consultant to be assigned a user name and password for
use in assisting the sponsor with project requests, the sponsor must provide DOAV with
a written request that includes the firm name and the name, address, email address and
phone number of the contact at the firm. The request may be made by mail or email.

3.0 Application Process

Sponsors will enter project requests and submit these requests using the Grant
Requests module. This module can be accessed by moving the cursor over the words
Grant Requests in the navigation bar; do not try to click on the module as if it were a
button. A flyout menu with the choices Grant Requests and Process Management will
appear. The Grant Requests choice will be used for entering and submitting project
requests. The Process Management choice will be used for entering supporting
documentation. To open Grant Requests or Process Management, click on the choice.
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p—
ﬂ’ir{portlo
System Manager App Version: 1.2.4.3 Database Ver: 1.2.4.3 Server: DOAV2T0S Catalog: VirginiadiportiQ

Facility Data | State System Data | Utilities oo Options | Help | Logout

General I Dates". Miscel\aneous“ Priority Rating". Contacts " Comments]

| &n General Information

| @ PilpEr: Ay General Information Airport Category

Facility Marne |\.fA Shies Airport | FAA Service Laval IGeneraI Aviation
-
5| Eaclisy-tmformrarrem | Fadiliy AdIE——_[123 Whits Cloud Road | Faility Type [ airport

=
Grant Requests b Grant Requests |F"='m7\‘ | Facility Use | Public
- | Zip Code Facility Ownershi i
Process Management e } ] ze [22232 Y P | Public
Grants 3

uuuuuuuuuuu Ahskies.org | Air Carrier Service INO

L b e e e e

—— | e —
Ernailadd |waskies@flying. net | Part 139 Status [ha
| JE' Inspections R — 5 T N -

3.1 How to Enter a Project Request

Sponsors need to open the Grant Requests choice to enter project requests. The first
time projects are entered or if all entered projects have been submitted, the table will be
empty, the total line will carry zeros, and the CIP Data button will be inactive.

To enter a project:

i irginia en viation ||
f\lf OrtIQ Virginia Department of Aviati @

em Manager App Version: 12.4.3 Database Ver: 1.2.4.3 Server: DOAVZTOS Catalog: VirginiaAirpertQ

Facility Data | State System Data | Utilities Ll v Skies Airport ;I Options | Help | 1ngout

(.
End Year !I

| &n General Information

| R airport Activity

Project Mame

| Facility Infarmation

| Grant Requests b

| DA srants v Step 1: Click on |5l
to open the Add
Project popup box.

| 121 Inspections

| ﬁ Documnents Library

| M Maps/Graphics Step 2 Enter the
project name.

A Add Project -- Web Page Dialog Step 3: Click on
} the =1 to close the
New Project Add Project popup
box.

Project Hame |runwa',l rehabilitation (design.n"c-:unstr’.lctinnﬂ |

|h1:tp :ffasm.duav.virginia.guvﬁ|. Internet
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The project will be shown on the Grant Requests screen.

B gmua

Manager App Version: 1.2.4.3 Database Ver: 1.2.4.3 Server: DOAV2T0S Catalog: VirginiafiportiQ

[ vt skies Airport

| @ General Information

| R airport Activity

| Facility Information

| Grant Requests b

Grants 3
@

Please note that all initial entries will show CAF as the project type. The project type
can be changed when project information is entered. All entries will have CIP as the
status.

To enter project information:

ortlQ

L)
B
System Manager App Version: 1.2.5.5 Database Ver: 1.2.5.5 Server: DOAV2T0S Catalog: VirginiafiportiQ

[ vt skies Airport

| @ General Information

| R airport Activity

| Facility Information i (Herins

rotating beacan repair
| Grant Requests  # runway rehabilitatign (design...

Grants 3
@

| 121 Inspections

Step 1: Click on the project.

| ﬁ Dacurments Library

| % Maps/Graphics

Step 2: Click on the
CIP Data button.
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For Airport Capital Program projects:

. . Step 3: Enter
A Edit CIP Data -- Web Page Dialog the fiscal year.

Edit CIP Data

Project Mame |runwa',l rehabilitation (design,n’constructi Funding vear kooz
Project Type ICAF |
Description -

2,250.00

Step 4: Enter the requested

federal, state, and local dollar |
amounts, using the enter key to
move to the next column.

Step 5: Click on =1
to close the Edit CIP
Data popup box.

Use the scroll bar to advance to
the local and total dollar columns.

X|

age Dialog

Edit CIP Data

Project Mame |runw§\{ rehabilitation (design,n’constructi Funding vear 2007
N\
Project Type | caF \ |
Description -
-,

Lacal Total

2,250.00 0. 0. 1,300, l.'ll.'ll $?5 000.00
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For Airport Special Fund programs:

Step 3: Enter
A Edit CIP Data -- Web Page Dialog the fiscal year.

Edit CIP Data |

Project Mame |r|:|tating beacon repair Funding vear
Project Type CAF
- Select One.., Step 4: Select
Description . -

AP the project type.

F2:E

Security

Aviation Promotion

Air Sarvice Deueloment

A Edit CIP Data -- Web Page Dialog
Edit CIP Data

Step 5: Enter the

project justification
Project Marne |rc\tating beacon repair | Oor purpose.
Project Type IMaintenance | .[
Description The drive motor on the rotating beacon has stopped working. ABC Communications

confirmed this during itz troublshaoting wark earlier thiz week., The cast for a replacerment
rmotor and shipping is $600.00, Estimated travel and labaor for ABC commnunications is
$450, The total estimmated repair cost is £1050,

| |»

Items

Step 6: Enter the requested federal, :

state, and local dollar amounts, | Step 7: Click on i
using the enter key to move to the to close the Edit CIP
next column. Data popup box.

Use the scroll bar to advance to the
columns for other funding programs
and the local and total dollar —
columns. — Total

haLsu span Lo g o —

210, nu| $1 050.00
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When entering dollar amounts, users should keep in mind the following:

« Commas will not be accepted by Airport IQ.

« The total funding requested will be calculated by Airport 1Q.

« Sponsors of air carrier and reliever airports need to enter the state discretionary
amounts into the AC/R Discretionary field.

« Sponsors of general aviation airports need to enter the state discretionary amounts
into the GA Discretionary field.

« A column for state entitlement funds will display when an air carrier airport is
selected.

Information on the project type and costs will be shown on the Grant Requests screen:

ortlQ

L) '
}%LED Virginia Department of Aviation @
System Manager App Version: 1.2.5.5 Database Ver: 1.2.5.5 Server: DOAV2T0S Catalog: VirginiafiportiQ T

LAl wa Skies Airpart JB| options | Help | Logout

| &n General Information

| R airport Activity

| 5| Faciity Inform ation .Ef.__:_a-r_ Project Name Status Type FAA State Local Total
2007 |rotating beacan repair CIP Mainten... 0,00 840,00 210,00 $1,050,00
| ﬁ Grant Requests  # 2007 | runway rehabilitation (design... | CIP CAF 71,250,00 2,250,00 1,500,00 $75,000,00
Total 71,250.00 3,090.00 1,710.00 $76,050.00

Grants 3
@

| 121 Inspections

| ﬁ Dacurments Library

| % Maps/Graphics

Options

Projects are listed by fiscal year and alphabetically within each fiscal year.
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3.2 How to Enter Supporting Documentation

Sponsors must provide electronic versions of supporting documents for all project
requests. The documents may be in Word, Excel, or PDF formats. Information on the
supporting documentation required for the various funding programs can be found in
DOAV’s Airport Program Manual. The naming conventions for the supporting
documents are provided in Appendix A of this guide.

Sponsors need to open the Process Management choice to enter supporting documents
to Airport 1Q.

Ei f«l! EUI’tIQ Virginia Department of Aviation ::::)

Manager App Version: 1.2.4.3 Database Ver: 1.2.4.3 Server: DOAV2T0S Catalog: VirginiadiportiQ

Facility Data | State System Data | Utilities VA Skies Airport Options | Help | Logout

| EE General Information General I Dates". Miscel\aneous“ Priority Rating". Contacts " Comments]
| @ Airpert Activity General Information Airport Category
Facility Marme |VA Skies Airport | FAA Service Level IGeneral Aviation ;I
| Facility Information Facility Address [123 white cloud Road | Facility Type | Airport =l
| Frant Requests P Grant Requests |Flwi”e | ey IPuinc ;I
R — s ;I Zip Code (23232 Facility Ownerszhip IPuinc ;I
| % Grants ( e [www.vASkies.arg ] ir Carvier Service [z =
_ Ernail Address [vaskies@flying.net | Part 133 Status [na =l
| @ Inspectlons e | I — 1 - . - —

To enter supporting documentation:

Ei f\ylslzsll'tla Virginia Department of Aviation fz}

Manager App Version: 1.2.5.5 Database Ver: 1.2.5.5 Server: DOAV2T0S Catalog: VirginiafiportiQ

Facility Data | State System Data | Utilities @ WA Skies Airport Options | Help | Logout

| E% General Infarmation Filter by Project Type _I Praiact Staho
| [ﬂ Airport Activity Project Mame Step 1 CIICk ject Mumber
on the pl’OjeCt. construction

| | Step 2: Click on [5Fl
for the appropriate
funding program.

e I

apron expansion - eastside (construction)

| Facility Information

rotating beacan repair

runway rehabilitation (design/construction)
| Grant Requests b

Grants 3
@

| @ Inspections

Docurnents

[3¢]

| ﬁ Docurnents Library

Airport Capital Program Request Documents
Maintenance Program Request Documents

Voluntary Security Program Request Documents

F&E Program Request Documents

Aviation Promotion Program Request Documents

Air Service Development Program Request Documents
Plans and Specs (DOAV use only)

Correspondence (DOAV use only)

Pay Requests

Miscellaneous (DOAV use only)

| g Maps/Graphics

]
&
&
&
&
]
&
&
&
&
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A http://asm.doav.virginia.gov - &

Step 3: Select the type of document.
Different document types will display for

Ciocurment Type I natrative

Location IEIectru:-nic

Date

Project Association {8
rotating beacon repair

[hald down 'Ctrl' to select multiple projecs)

File | Erawse..il

Y

Coarmments

the different funding programs as noted
below.

Step 4: Select electronic as the
document format.

Step 5: Select all of the other projects
to which the document applies, so the
document can be entered for multiple

projects at one time. The projects are
listed alphabetically.

Step 6: Click on the Browse
button to access a file directory.

Wl_l_l_l_l_|. Internet

Loak: i I |~ Documents

Choose file

~| &k B

2 x

x

[ /45 hids rotating beacon repair 050107
W45 catex arpon expansion YaB 07 04
W45 catex runway rehabilitation YaB 07 04

e

narrative all projects WaB 07 04
W A5 OC 5010 VAR 07 04

W '45 schedule rotating beacon repair 050107
W45 scope rotating beacon repair 050107
W45 sketch all projects WAR 07 04

Step 7: Select the file to be added.

Step 8: Click on the
Open button.

File name: I"-.f.-'l'-.S narrative all projects WaB 07 04

-

Files of type: I.-'i‘-.II Files [*.7)

Cancel

=]

o
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A http://asm.doav.virginia.gov - =] x|

Ciocurment Type Inarratil.le ;I
Location IEIectru:-nic ;I
pate|  |E

Projedct As=saociation |

rotating beacon repair

[hald down 'Ctrl' to select multiple projecs)

Coarmments /

@loore | [ [ | | |4 mtemet i

Step 9: Click on
the save button.

File IS:"-,Airpnr‘t 1o Docurnents\\WAS narr Browse. I /

Step 10: Click on =l to close the
Add Document popup box.

The document type choices for the different funding programs are

Airport Capital Program

narrative

narrative sketch
environmental
documentation
obstruction status
documentation
other documentation

« Facilities and Equipment Program
Voluntary Security Program
« Maintenance Program

scope of work
quote/bid
project schedule
sketch

Aviation Promotion Program
« Air Service Development and Enhancement Program

budget

Please note that scopes of work, bids, and engineering contracts are not included in the

list of documents for the Airport Capital Program. Those documents should be

submitted directly to the appropriate DOAV planner or engineer for review and approval.
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The document listing will be shown on the Process Management screen:

=
Virginia Department of Aviation
o

T

Manager App Mersion: 1.25.5 Database Ver 1.2.5.5 Server; DOAVETOS Catalog: VirginiafiporiQ

@ WA Skies Airport

2 Ganeral Information
[Hl airport Activity

apron expansion - eastside (construckion)
Facility Information rotating beacon repair

runway rehabilitation (design/construction)

construction
construction

construction
Srant Requests 3

% Grants »
@ Inspections
ﬁ Docurnents Library

W waperaraph Airport Capital Program Request Documents
apsfGraphics ~

urnent Type rnent Title Publ
. WAS narrative all projects VAR . "
- narrative R 03/16/2007 Electronic View
) WAS sketch all projects VAR ) )
O narrative sketch 07 D4.doc 03/16/2007 Electranic Wiew
environrmental WAS catex runwa 5 3
r docurnentation | rehabilitation WAB 07 04.doc e Rt Hisw
bstructi
O S VAS OC 5010 VAB 07 04.doc |03/16/2007 Electranic View | —d
Program Request Documents

Voluntary Security Program Request Documents

The documents selected using the project association choice in the Add Document
popup box will show on the Process Management screen for the selected projects:

Ei éylsr(epu?urtla Virginia Department of Aviation :2)

Manager  appverion: 1255 Database Ver 1.2.5.5 Server: DOAVZT0S Catalog: Virginiadiportia

Facility Data | State System Data | Uti 3 @ WA Skies Airport Options | Help | Logout

R el Fiterby Prosecerype. CINE] ¢t stav.: [N

[Hl airport Activity Project Marne Program Year Project Number Category
apron expansion - eastside [construction) 2007 construction CIP

Facility Information rotating beacon repair 2007 construction cIp
runway rehabilitation (design/construction) construction CIP

Grant Requests b

% Grants »
Locurments

@ Inspections

[ pocurnants Library

Airport Capital Program Request Documents
g Maps/Graphics .
Delete urnent Ty ment Title Publ =
. WAS narrative all projects VAR . "
O narrative 07 04.doc 03/16/2007 Electranic Wiew
N WAS sketch all projects VAR . "
- narrative sketch 07 04.doc 0316/ 2007 Elactronic Wiew
Il gtb:ttl:g':tm” WAS OC 5010 WAB 07 Od.doc |03/16/2007 Electranic View
Program Request Documents

Voluntary Security Program Request Documents

Please note that the project category defaults to construction. DOAV will change the
project category during its evaluation of the project request.
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To view a document, click on the View link in the last column.

AL St [ IR 31T IS LY YL ISR LA S 3ALL LMY LY 1 NS QY D) 8 SLISEI WS S0 SSEAT LIS —1 | U S0 LS/ UL IS A L= LU | S —dl SIS I — 4

Eﬁ gxyisn;portlQ

em Manager

| EB General Information

App VWersion: 1.2.5.5 Database Wer: 1.2.5.5 Sener: DOAVZTOS Catalog: VirginiafiportiQ

| [ airport Activity

| Facility Infarmation

| Grant Requests b

Grants 3
@

| @ Inspections

| ﬁ Docurnents Library

| M Maps/Graphics

=
Virginia Department of Aviation v/«)
N

-l e skies Airport

Options | Help

Prograrn Wear ct Murnber
apron expansion - eastside [construction) 2007 construction CIP
rotating beacon repair 2007 construction CIP
runway rehabilitation [design/construction) construction CIP

Docurnents

Airport Capital Program Request Documents
Maintenance Program Request Documents

Delete curnent urment Title Fub nrment curment D

O E;"‘SPE St :’:psafrcggglrg;‘?;i;‘f beacon | onerz007 Electranic View

i quate/bid (M) :‘:psaﬁigssom‘lt;;fggcbea“‘” 03/16/2007 Electronic N

| (pl:qcije':t S g::ci?f:::r?;;iggdoc 03/16/2007 Electranic View |

Voluntary Security Program Request Documents

F&E Program Request Documents

To delete a document:

Eﬁ ngisn;pagrtlQ

Manager

| 2 General Information

App Wersion: 1.2.5.5 Database Ver: 1.2.5.5 Server: DOAVZT0E Catalog: VirginiaAirportlQ

| i airport Activity

| Facility Infarmation

| Grant Requests b

Grants 3
@

| @ Inspections

| ﬁ Docurnents Library

| K Maps/Graphics

Step 2: Click on
the box in the
Delete column
for the document
to be deleted.

14

=
Virginia Department of Aviation v,f)

[ v skies Airport

Options | Help

Pri t Marme Program Year ject Murnber

apron expansion - eastside (construction) construction

rotating beacon repair construction

runway rehabilitation [design/construction) construction

Step 1: Click
la on the project.

Docurnents

Airport Capital Program Request Documents

curnent T urmnent Title Fub nrnent curnent Drate

Delete

. WAS narrative all projects VAR
O narrative 07 04 doc 03/16/2007
" WAS sketch all projects WAR
O narrative sketch 07 04.doc 03/16/2007
enviranrmental WAS catex arpon expansion
¥ docurnentation  |WAB 07 04.doc eI
enviranrmental WAS catex runway
r docurnentation | rehabilitation VAR 07 04.doc eI
betructi i
[ VAS OC S010 VAR 07 04.doc |03/16/2007 L | Delete selection?
= -
Maintenance Program Request Document

Delete record
Do not delete,

Ok
CAMCEL:

Voluntary Security Program Request Doc

F&E Program Request Documents

Carncel |

Step 4: Click OK.
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3.3 How to Run Reports on Projects and Documents

Once projects are submitted for DOAV evaluation, the project request data and
supporting documents will no longer be shown in the Grant Requests module, and
sponsors will not be able to access the data or documents. Sponsors are encouraged
to run and save a Capital Improvement Program Report and a Project Document Library
report for their records before projects are submitted. A Capital Improvement Program
Report lists all projects entered but not submitted into Airport IQ and is generated
through the Grant Requests screen. A Project Document Library report lists all
documents for one project and is generated through the Process Management screen.
This report should be run for each project.

To run a Capital Improvement Program Report:

Ed [I irginia ‘ment of Aviation || b
é—\ylsrtpotu Virginia Department of Aviati @

em Manager App Version: 1.2.5.5 Database Ver: 1.2.5.5 Server: DOAV2T0S Catalog: VirginiafiportiQ

Facility Data State System Data Utilities Options Help Logout

| &n General Information

| R airport Activity

| gl Facility Information

apron expansion - eastside (... 425,000,000 $450,000,00

| f_ﬂ Grant Requests  # rotating beacan repair 0,00 $1,050,00
runway rehabilitation (design... 71,250,00 $75,000,00
| @ Grants [3 environrmental assessment s, 42,750.00 $45,000,00
taxiway rehabilitation (design.., §9,300,00 $94,000,00

0.00

42,750.00
475,000,00
1,146,050.00

$50,000,00
$45,000,00
$500,000,00
$1,260,050.00

| LQJ Inspections t-hangar #3 zite preparation ...

land acquisition services sout...

| @ Docurnents Library land acquisition southside de...

| [ﬁﬁ Maps/Graphics

Step 1: Click on the
Options button to open
the flyout menu.

Step 2: Move the
cursor over Reports.
1

Step 3: Click on
CIP Renport. \
BroWwsers kb .
CIP Report
CIP Project Sumrmary Report Reports b
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Airport 1Q will generate the Capital Improvement Program Report in PDF format.

asm.doav.virginia.gov /VirginiaAirportIQ /(dbpduu45s3120smizwwnyzmu) /WebApp /CIP /AirportION = Microsoft Interne B EXplorer

File Edit GoTo Faworites Help |#

Qe - @ - [¥) [& O] Pseanh eranies €] 2 2 FH [ )

Address Ia hnp:f{asm.dnav‘v\r’g\n\a.gnu/\/irginiaA\rpnrt{Qf‘(dhp4uu4Ss3\205m\zwwnyzmu)/WehApp,’CIPf‘A\rpnrt{QNet/‘GCR‘A\rpnrtlQNET‘Repmrts.CIPRepDrt‘ActiveRepnrt’?numulﬂFnrmat:pdj Go ‘ Lirks |45 ~

F[Alsaveacory = B ) seercn @Ihsa\ed i @ - o O - @ | O3 - 1 - Search wieb Y!| Adnbe’Readerr.uj

»
Capital Improvement Program Report
Department of Aviation Commonwealth of Virginia

WA Skies Airport
‘Year  Project Description Status FAA State Lacal Total
All Projects
[2007.
apron expansion - eastsids (canstruction) cF 425,000.00 15,000.00 1000000 $450,000.00
rotating beacon repair cF 0.00 540.00 210,00 $1.050.00
runway rehabilitation (designicenstruction) cF 71,250.00 2,250.00 150000 §75,000.00
SubTotal: $498,250 00 $18,080.00 $11,710.00  $526,050.00
2008
cF 42,750.00 1,350.00 90000 $45,000.00
SusTotal: $42,750.00 $1,350.00 $900.00  $45,000.00
2009
taxiway rehabilitation (design/construction) cP 82,300.00 282000 188000  $94.000.00
SusTotal: $89,300.00 $2,820.00 $1,880.00  $94,000.00
2010
t-hangar #3 site preparation (construction) cF 0.00 40,000.00 1000000 $50,000.00
SusTotal: S0.00  $40,000.00  $10,000.00  $50,000.00
2011
£ land acquisition services southside development cF 42.750.00 1,350.00 o00OD  545,000.00
@
£
i SubTotal: $42,750.00 $1,350.00 350000  §45,000.00
i
7 2012
& land acquisition southside development cF 475,000.00 15,000.00 10,000.00  $500,000.00
T
£
£ SubTotal: $475,000.00 $15,000 00 $10,000.00  $500,000.00
S
All Projects $1,146,050.00  $73,610.00  $35330.00 $1,260,050.00 |
1
E T al o« B difo o] = 5o
= [ L e

All projects entered into the Grant Requests module will appear in the reports. Projects
are listed by fiscal year and alphabetically within each fiscal year.
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To run a Project Document Library report:

Eﬁ gl\ylsl;pe‘?‘rtlQ Virginia Department of Aviation |7

(5
Manager App Version: 1.2.5.5 Database Ver: 1.2.55 Server: DOAV2T0S Catalog: VirginiadiportiQ

Facility Data | State System Data | Utilities =] P Airport

| & seneral mromation. | LR

| i airport Activity Driect Mirnber

o Step 1: Select
€ the project.

Project Name

apron expansion - eastside [construction)
| Facility Infarmation rotating beacon repair

runway rehabilitation {design/construction)
| Grant Requests b

|m Grants 3
Docurnents
| ISl Inspections I 7 |quotesbid (m) :":pi:’r'gssom‘lt;;:ggfea“‘” 03/13/2007 Electronic view |||
|ﬁ Documents Library (P;f)i“t schedule L”:ﬁci,‘nhff:;?,?‘;‘?iﬁ%doc 03/13/2007 Elactranic View
| &2 Maps/Graphics Voluntary Security Program Request Documents

F&E Request Documents
Aviation Promotion Program Request Documents

Air Service Development Program Request Documents
Plans and Specs (DOAV use only)
Correspondence (DOAV use only)
Pay Requests

Miscellaneous (DOAV use only)

Step 2: Click on the
Report button at the
bottom of the screen.

=6 =8 (e ) e 8 o e e

«

=15l x|
File Edit GoTo Favorites Help | #
@Back . @ kK B @ @‘psaarch *Favnr\tes @| @' & % D
Address Ia hnp:/',’asm.dnav‘wrg\ma.gnv/\/lrg|n|aA\rpurﬂQf(Dvad545hdf*54s45|yspzx45)fwehapp/'Pm]EEiB/’Data/'A\rpnrﬂQNEthCR‘A\rpurﬂQNET‘Dntumeniwhrary‘Repurts.DD[Lltht.A[tweRj GD ‘Links > -
¢ [Hlsaveacory - ) sesrch EWIhSE\EC‘ RSN ’E @ [tee - @ | O3- 8 [Eald [ seanwer ‘ﬂ| \Adobe‘ReaderI.o
»

Department of Aviation Commonwealth of Virginia
Project Document Library

VA Skies Airport - rotating beacon repair

Document Type Document Title Location Author Published Comments
Maintenance Request
Documents
project schedule (M)  |VAS schedule rotating beacon repair Electronic simmers 3/13/2007
050107.doc
quote/bid (M) 'VAS bids rotating beacon repair 050107.doc  |Electronic simmers 3/13/2007
scope of work (M) 'VAS scope rotating beacon repair 050107.doc |Electronic simmers 3/13/2007

Please note that Project Document Library reports are prepared by project, instead of
for all entered projects as the Capital Improvement Program Report is prepared.

17

Airport 1Q: Virginia Sponsors Guide 17 draft March 16 2007



3.4 How to Submit a Project Request

Sponsors need to open the Grant Requests choice to submit project requests.

Eﬁ %DortlQ Virginia Department of Aviation .’
System Manager App Version: 1.2.5.5 Database Ver: 1.2.55 Server: DOAV270S Catalog: VirginiaAiportiQ

Facility Data | State System Data | Ut 3 L<llf i Skies Airpart ;l Options | Help | Logout

| @ General Information

| i airport Activity

| Facility Information ; g Status 4 Total
2007 | apron &3 425,000, i0.000.00 $450,000.00
£ Grant Requests repair a. 210,00 $1,050.00
Process Managerment ation [design... 71,250, 1.,500.00 $75,000.00
| % Srants * ment s... 42,730, 200,00 $45,000.00
| 2009|ta><iwau rehabilitation dezian... 9,200, 1.880.00 £94.000.00

Grant Requests

To submit project requests:

AT e
| & sl wanager perimene ot aieien ()

App VWersion: 1.2.5.5 Database Wer: 1.2.5.5 Sener: DOAVZTOS Catalog: VirginiafiportiQ

Facility Data | 3 L<llf i Skies Airpart ;l Options | Help | Logout

| [ airport Activity

General Information

| Facility Information Ject Narm 2 S Total

425,000, . $450,000,
$1,050,
$75,000,
$45,000,00
$94,000,00

apron expansion - eastside (...

| Grant Requests b

Grants 3
@

a.
71,250,
42,730,
89,300,

rotating beacon repair

runway rehabilitation (design...

environmental assessrment 5.,

taxiway rehabilitation (design...

| JE' Inspections t-hangar #3 site preparation ... ) $50,000.
2011 |land acquisition services sout.,, Step 1. Select the $45,000,
| ﬁ Docurnents Library 2012 |land acquisition southside de... prOJeCtS to be SmeItted. 500,000,

$1,260,050.

| % Maps/Graphics

Step 2: Click on the
Submit button.
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A Certification -- Web Page Dialog x|
-]

I herby certify that docurnentation that shows the airport iz free and clear of
obstructions to navigational airspace in accordance with FAR Part 77, FAaa advisory
Circular 150/5300-13 (Change 9). Runway End Siting Requirernents and Virginia
Aviation Regulation, Section 5-20-140 has been submitted with this request to the
Wirginia Departrment of Aviation.

--0OR--

The project(s] requested are to rermmove obstructions so to bring the airport inta
cormnpliance with FAR Part 77, FAs Threshold Siting Criteria, Advizory Circular 150/532300-
13 and Virginia Aviation Regulation, Section S-20-140 or resaluve 3 safe for flight izsue
on the airport

Step 3: Read the certification
and click OK if appropriate.

=

When submitting projects, sponsors should keep in mind the following:

« Supporting documents must be entered before a project is submitted.

« Once projects are submitted, the project information no longer appears on the Grant
Requests module screen.

« Projects may be submitted individually.

« Multiple projects may be submitted at one time by using the Control key to select all
appropriate projects.

If a sponsor identifies an error in the project request or a change in a project cost after
the project has been submitted, the sponsor needs to provide DOAV with a written
notification of the error or change. DOAV will make the appropriate changes to the
project request.

If a sponsor wants or needs to withdraw a project after it has been submitted to DOAV
for evaluation, the sponsor must provide DOAYV with a written request to withdraw the
project. The request may be made by mail or email. DOAV will return the project to the
Grant Requests module. The supporting documents will also be returned to the Grant
Requests module.

Consultants cannot submit projects for sponsors. When a consultant is working in
Airport 1Q, the submit button will not appear in the Grant Requests module.
3.5 How to Resubmit a Project Request
A project will be returned to the Grant Requests module when a project request
« has been withdrawn

« could not be funded due to a lack of available state funding
« was not approved due to unmet eligibility criteria or incomplete technical elements
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Sponsors must revise the request and supporting documents, including the file names,
as needed and submit the request again. Unfunded project requests will not be
automatically submitted by Airport 1Q or DOAV.

3.6 How to Delete a Project Request

Sponsors may delete a project from the Grant Requests module. When a project is
deleted, all supporting documents are also deleted.

, L . .
g &&DO[Y'Q T e A\ @
System Manager App Version: 1.2.5.5 Databaze Ver 1.2.55 Server: DOAVZTOS Catalog: VirginiahiperiQ &

Ll wia Skies Alrport JB=| options | Help | Logout

| &n General Information

| i airport Activity

Project Namne

| % Facility Infarmation

425,000,000 10,000,00
| [ZE @rant Requests b 2007 | rotating beacon repair 0.00 210,00
2007 [runway rehabilitation (design... 71,250.00 1,500,00
| @ Grants [3 2007 | stormwater pollution preventi.. 0 00,00
2008 | environmeptal assessment 5., B . 900,00
| J’g' Inspedtions 2009 [taxiway rehAbilitation (design... g a 1.880.00
2010 [t-hangar #3 Nte preparation ... o 10,000,00
| ﬁ Docurnants Library 2011 |land acquisitioN services sout.., g a 900,00
201z 475,000,000 10,000,00
1,146,050.00 36,190.00

apron expansion - eastside (..,

land acquisition kouthside de...

| % Maps/Graphics

Step 1: Click on the Step 2: Click on ¥,
project to be deleted.

9 ) Celete selection?
-

Ok Delete record
CAMCEL: Do not delete,

Step 3: Click OK.

Cancel |

Projects can only be deleted one at a time.
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4.0 Quick Steps to Enter a Project Request

login to Airport IQ using the sponsor’s username and password

select airport from airport drop-down box on menu bar

select Grant Requests module

select Grant Requests choice

click on I=Fl

enter the name of the project in the Add Project box

click on =

select the new project from the list of projects

click on the CIP Data button at the bottom right of the screen

10. enter the fiscal year

11. select the project type from the drop-down box

12. enter the project purpose or justification in the description field

13. enter the dollar amount for each of the funding sources from which funds are
requested

14. click on =

15. select Process Management choice

16. select the project

17. choose the document category

18. click on I57l for the appropriate document category

19. select a document type

20. select other projects with which the document is associated

21. click on the Browse button to access a file directory

22. select the document to be added

23. click on the Save button

24. click on =

25. repeat for each project

©CoNorwWNE

5.0 Quick Steps to Submit a Project Request
1. select all projects to be submitted

2. click the Submit button at the bottom left of the screen
3. click OK on the obstruction certification popup box
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Appendix A:

Naming Conventions for Supporting Document

To improve the efficiency of the project request evaluation process and project
management in Airport 1Q, the Virginia Department of Aviation (DOAV) has established
naming conventions to be used by sponsors when entering supporting documents. The
naming conventions are composed of elements and set items. Elements that are
document specific are shown as <elements> within each naming convention.

When saving a document, sponsors need to name the file using the conventions below
by replacing the elements with the appropriate information. Descriptions of each
element and examples of supporting document names are provided.

Funding Programs

Supporting Document Naming Convention

Airport Capital

<airport identifier> <document type> <project > VAB <year> <month>

F&E

<airport identifier> <document type> <project> <date>

Voluntary Security

<airport identifier> <document type> <project> <date>

Maintenance

<airport identifier> <document type> <project> <date>

Aviation Promotion

<airport identifier> budget <project> <date>

Air Service Development

<airport identifier> budget <project> <date>

Element Programs Description
airport all three-character identifier assigned by FAA
identifier
document | Airport Capital | type of document, identified using the code provided below
type Type of Document Code
narrative narrative
narrative sketch sketch
categorical exclusion letter catex
coastal zone consistency letter coastalzone
Finding of No Significant Impact FONSI
obstruction-free certification oC
F&E type of document, identified using the code provided below
Voluntary Type of Document Code
Security scope of work scope
Maintenance estimated budget budget
project schedule schedule
sketch sketch
project all project or “all projects” as appropriate
year Airport Capital | last two digits of the calendar year of the VAB meeting (i.e. 08=2008)
month Airport Capital | two-digit notation of the month of the VAB meeting (i.e. 02=February)
date F&E submission date of request formatted as mmddyy
Voluntary
Security
Maintenance
Promotion
Air Service
22
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For the documents relating to an airport’s obstruction-free status, the specific type of
document entered will be used in place of the project element within the naming
convention. These documents are

independent survey

PhotoSlope

5010 inspection

license survey

airport layout plan obstruction information

When a PhotoSlope is used as the obstruction-free documentation, a letter from the
sponsor confirming the use of a PhotoSlope and the date of that PhotoSlope needs to
be entered into Airport 1Q. The term “PhotoSlope” will be used in place of the project
element within the naming convention.

If a document is associated with more than one project request being entered but not all
of the projects, such as a categorical exclusion letter addressing two projects but not a
third, the document name should include all the associated projects.

Examples of supporting document names are provided here.

Programs Type of Document Examples of Supporting Document Names

Airport Capital narrative VAS narrative apron rehabilitation (construction) VAB 08 06
narrative sketch VAS sketch apron rehabilitation (construction) VAB 08 06
categorical exclusion VAS catex apron rehabilitation (construction) VAB 08 06
letter
obstruction-free VAS OC 5010 VAB 08 06
certification

Facilities and scope of work VAS scope REIL replacement Runway 3/21 050107

Equipment

estimated budget

VAS budget REIL replacement Runway 3/21 050107

project schedule

VAS schedule REIL replacement Runway 3/21 050107

sketch

VAS sketch REIL replacement Runway 3/21 050107

Voluntary Security

scope of work

VAS scope fence installation perimeter 050107

estimated budget

VAS budget fence installation perimeter 050107

project schedule

VAS schedule fence installation perimeter 050107

sketch

VAS sketch fence installation perimeter 050107

Maintenance

scope of work

VAS scope rotating beacon repair 050107

estimated budget

VAS budget rotating beacon repair 050107

project schedule

VAS schedule rotating beacon repair 050107

sketch

VAS sketch rotating beacon repair 050107

Aviation Promotion | fly-in event VAS budget fly-in 050107
business plan VAS budget business plan 050107
Air Service airline visit VAS budget airline visit 050107
Development and
Enhancement market research VAS budget market research services 050107
services
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